How to Add an Additional Mailbox — Instructions for Mac

Outlook 2011 for Mac

1. With Outlook 2011 for Mac open, Click on Outlook on the top menu, and select Preferences...
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Turn Off Office Reminders
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2. Select your DC Exchange account, then click on the Advanced... button:

Q\a‘o

Default Account
: De Dc
kim.nguyen@dc.gov Exchange Account

Account description: Dc

Full name: Nguyen, Kim (OCTO)

E-mail address: kim.nguyen@dc.gov
Authentication
Method: | User Name and Password )

User name: ojs\kim.nguyen

Password: eesssses
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3. Click the Delegates tab. Click the plus (+) sign under "People | am a delegate for:”

! Server | Delegates | Security '

Delegates who can act on my behalf:

+|~ 2~
Send my meeting-related messages to:

My Delegates Only

People | am a delegate for:

Learn about delegates

( Cancel ) 0K )

4. Search for the Additional Mailbox that you are trying to add. You can also search by e-mail address if
necessary.

Select User
| DCPS | (_Find )
—Num:—dn-l E-Mail Job title
DCPSTSHO, Anacostia (DCPS) anacostia.depstsho@dc.gov -
DCPSTSHO, bancroft {(DCPS) bancroft.dcpstsho@dc.gov
DCPSTSHO, davis (DCPS) davis.dcpstsho@dc.gov
DCPSTSHQO, deal (DCPS) deal.dcpstsho@de.gov m
DCPSTSHO, drew (DCPS) drew.dcpstsho@dc.gov
DCPSTSHO, eaton (DCPS) eaton.dcpstsho@dc.gov

DCPSTSHO, Ellington (DCPS) ellington.dcpstsho@dc.gov
DCPSTSHO, francis-stevens (...  francis-stevens.dcpstsho@dc...
DCPSTSHO, hdcooke (DCPS) hdcooke.dcpstsho@dc.gov
DCPSTSHO, hendley (DCPS) hendley.dcpstsho@dc.gov
DCPSTSHO, jeffersonacademy... jeffersonacademy.dcpstshog... v
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(Cancel) OK

5. Once you have found their account, select their name and click OK.



Outlook 2010

1. Click on File. Click on the Account Settings button. Select Account Settings:

Home Send / Receive Folder View McAfee E-mail Scan

. Save As

Uy save Attachments

Nguyen, Kim (OCTO)

gp Add Account |

Account Information

Open

Print Account Settings

[;]i! Modify settings for this account, a
© additional connections.
Account

; Settings ~ ;
Options - J https://mail.dc.qov/owa
Exit ' [i‘l Account Settings... \
Add and remove accounts or change
existing connection settings. %

Help
© Access this account on the we

Delegate Access |

Give others permission to receive
items and respond on your behalf. of Of

Download Address Book... iy oth

Download a copy of the Global tha ird
Address Book.
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2. Click on Change:

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

E-mail | Data Files | RSS Feeds | Sharepoint Lists | Internet Calendars | Published Calendars | Address Books |

64 New... ‘3 Repair... Change Set as Default Remove #* &
ket i 1 S

Name
° Nguyen, Kim (OCTO) Microsoft Exchange {send from this account by default)




3. Click on More Settings...:

Server Settings -‘;‘
Enter the information required to connect to Microsoft Exchange or a compatible service.

Type the server name for your account. If you don't know the server name, ask your

account provider,
Server: CWM-EXAMBC-1.dcoov.priv
Use Cached Exchange Mode

Type the user name for your account.

User Name: |Kim.nauven@dc.gov | [ check Name

<Back | nmext> | [L.cancel ]

4. Click onthe Advanced tab and then click on Add:

General | Advanced |Security | Connection |

Mailboxes
Open these additional mailboxes:

ServUs Helpdesk (OCTO)

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders
Download Public Folder Favorites

Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange.

[ Qutiook Data Fie Settings... |

Lok ][ cancel ][ sty |




5. Enter the email address of the delegated mailbox in the Add mailbox field:

Add mailbox:

example @dc.gov

[ °K§][Cancel]

6. Click on Apply and then on OK. Outlook will now be busy accessing the other mailbox’s data, so this
may take a while. Close the Account Settings window. You should now see both mailboxes in the
Outlook profile.



Outlook 2007

Click on Tools. Select Account Settings:

Favorite Folders
L] Inbox
L) Unrecd Mail
_§ Sent Items
L7} Inbox in username @

Mail Folders
2] Al Mail Items

3 @ Personal Folders
(5] Deleted tems
L2 Orafts
[ Inbox
(23 Junk E-mall
@ Qutbox

) RSS Feeds
-3 Sent Items

3 [0 search Folders

Click on Change:

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.

Send/Receive
Instant Search
Address Book...
Organize

Rules and Alerts...
Mailboy Cleanup...
Empty "Deleted Items” Folder
Eonﬁs

Macro

Account Settings...

Truzt Center... -

Customize...

Options...

Run AVG User Interface

Ctrl«Shift+B
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E-mail | Data Files | RSS Feeds | SharePoint Lists [ Internet Calendars | Published Calendars | Address Books |

g New... ‘& Repair... |5 Change%] € setasDefaulk X Remove € &

Name

Q Nguyen, Kim (OCTO)

Type

Microsoft Exchange {send from this account by default)




8. Click on More Settings...:

Server Settings -‘;‘
Enter the information required to connect to Microsoft Exchange or a compatible service.

Type the server name for your account. If you don't know the server name, ask your

account provider,
Server: CWM-EXAMBC-1.dcoov.priv
Use Cached Exchange Mode

Type the user name for your account.

User Name: |Kim.nauven@dc.gov | [ check Name

<Back | nmext> | [L.cancel ]

9. Click onthe Advanced tab and then click on Add:

General | Advanced |Security | Connection |

Mailboxes
Open these additional mailboxes:

ServUs Helpdesk (OCTO)

Cached Exchange Mode Settings

Use Cached Exchange Mode
Download shared folders
Download Public Folder Favorites

Mailbox Mode

Outlook is running in Unicode mode against Microsoft
Exchange.

[ Qutiook Data Fie Settings... |

Lok ][ cancel ][ sty |




10. Enter the email address of the delegated mailbox in the Add mailbox field:

Add mailbox:

example @dc.gov

[ °K§][Cancel]

11. Click on Apply and then on OK. Outlook will now be busy accessing the other mailbox’s data, so this
may take a while. Close the Account Settings window. You should now see both mailboxes in the
Outlook profile.



